YOUR DAILY CHECKLIST TO GET

MAX PRODUCTIVITY

No matter how hard you work, you have
the same constraint that all humans
do: 24 hours in a day. Period.
In order to be the most effective
leader you can be, you have to be
very intentional about what you do,
why you do it, how you do it – and
when you do it.
Maximizing your productivity involves a combination of
intentionality and discipline. A daily focus. And relentless
execution. Sometimes that involves what you start doing. And
sometimes it involves identifying what you need to stop doing.
When you maximize your productivity, you not only get greater
results, but you get greater clarity on your priorities. You
get a greater focus of energy and attention on your most
important tasks. You become more “present” in your
interactions with teammates, direct reports – even loved ones.
The more productive you are, the more opportunities come your
way.
The more productive you are, the more people want to work with
you, and for you.
I am pleased to share this checklist with you. My goal is to
give you a checklist that you can use daily, to be more
effective as a leader and more productive in all aspects of
your life. Execute these activities on a daily basis, week
after week, and watch your productivity increase dramatically.
Over time, utilizing this checklist will serve to help you get
farther faster!

Morning Checklist
How you start your day has a significant impact on your
productivity for the rest of the day. It involves physical
and mental activities that get you functioning at the
highest possible level, to give you clarity on your
priorities and a positive mindset to go out and conquer the
day. On your terms. Like a beast.
Activity and
Frequency
Drink at
least 12 oz
of water
Daily

Stretch
Daily

Put the OIMF
Daily

Reason / Reminder
Your body, and more importantly,
your brain, get dehydrated
overnight. Your brain is 73% water,
so the best way to get your brain
functioning optimally is to drink
water as soon as you wake up. Make
sure it is water – H2O - not coffee,
tea, Red Bull, etc.
The morning stretch will increase
your flexibility and kick-start your
circulation. It will give your neck,
back and shoulders a fighting chance
to serve you well throughout your
day. Your routine should address
your hamstrings, pyriformis, hip
flexors, shoulders and neck.
OIMF stands for “Odds in My Favor.”
It represents the little things you
do that can make all the difference
to someone else — which in turn, can
provide a benefit to you. Do a small
favor or a thoughtful gesture for
someone important to you. Put away
the dishes. Make them coffee. Write
them a note. Send them a text. Don’t
draw attention to it. You’ll know
you did something right / good /
noble / positive for someone else as
you start your day. It is also a
reminder that your day is not all
about YOU.
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Activity and
Frequency

Get a small
win
Daily

Get
uncomfortable
Daily

Positive
affirmation
Daily

Reason / Reminder
End your morning shower with at least
one minute of cold water – as cold as
you can get it. It wakes you up, the
contrasting temperature provides
physical benefits (like increased
circulation), and mentally it
reinforces that you are a beast. You’re
in control. Some people religiously
make their beds first thing. It gives
them a sense of order and feeling of
accomplishment first thing in the
morning. Note: I found out that this
can be problematic if you share your
bed with someone on a later wake-up
schedule.
You can use short, simple acts to train
your brain to be comfortable accepting
discomfort. When you feel uncoordinated
it forces your mind to concentrate and
be fully present. These acts also train
you to be open to small challenges and
help you adapt to change. Over time, it
makes you more receptive to taking on
larger, more difficult challenges.
Examples: brush your teeth with the
opposite hand. Then do it while
standing on one leg. Button your shirt
with the opposite hand. Comb your hair
with the opposite hand. One a day. Less
than a minute. But it begins to rewire
your brain and prepare you for the
day’s challenges.
Positive affirmations are positive
statements or phrases that serve to
counter the negative thoughts that we
all have. Your subconscious mind, where
90% of your brain function occurs,
can’t tell whether something in the
past actually happened, is just your
interpretation of something that
happened, or your own voice saying
something as fact. Positive
affirmations help us to reprogram our
subconscious and eliminate lots of head
trash that isn’t serving us well. (Some
examples: “I will succeed today,” or
“My work improves the lives of
others.”)
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Your Workday Activities
Unless otherwise noted, most of these activities can be
completed at any time during the day. For example, some
people like to exercise in the mornings, while others prefer
the evening. The weekly or monthly activities need to be
scheduled on your calendar. Create habits and daily routines
to ensure that these activities take place.
Activity and
Frequency
Turn off
alerts and
notifications
Daily

Drink 100
ounces of
water
Daily

Reason / Reminder
Turn off non-essential alerts and
notifications (or maybe all of them!).
Every beep, buzz and ding turn you
into Pavlov’s dog. They are designed
to draw you to social media – or to
the particular app. Schedule your app
time and avoid responding to a random
vibration from your phone.

This is an all-day effort, but
necessary to flush the toxins out of
your system and keep you physically
and mentally sharp. Every cell in
your body needs water. Once again,
this is H2O, without caffeine or
sugar (if in doubt, read the
label!). Drink most of your water
during the morning and afternoon,
then taper off after dinner. You
don’t want to interrupt valuable
sleep time running to the bathroom
in the middle of the night.
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Activity and
Frequency

Identify your
EDMED – based
on 80/20
Daily

Create an
“Avoid at All
Costs” list
Weekly

Meditate
Daily

Reason / Reminder
Based on the Pareto Principal, or the
80/20 rule, identify the tasks that
bring you the highest return. Identify
one daily high-return task that allows
you to progress towards your long-term
goal. This is consistent with James
Clear’s Atomic Habits. Do this task
daily. EDMED. Every Day Means Every
Day.
Identify the most important tasks you
have – that don’t make your top three
(think priorities 4-10). Formally write
them down on an “Avoid at All Costs”
list. These are tasks that you might do
/ could do, but they aren’t among your
top three priorities this week. They
will distract you and getting maximum
progress on your most important tasks.
You can share these with your
accountability partner, if it will
help. One of the greatest practices of
great leaders is knowing what to stop
doing and what tasks to avoid. You want
maximum focus on your most important
tasks and your high-return activities.
Your ability to relax and calm your
mind allows you to be open to
opportunity and possibility throughout
the day. Studies suggest that
meditation can enhance your creativity
and your positive emotions. This allows
you to pursue your day with a better
attitude and better able to see
opportunities as they arise. Some
people use prayer. Some use apps like
Headspace or Calm. Insight Timer is a
free app. Some find starting their day
with meditation is helpful, while
others use it to end their day and destress. Some people bookend their days
and start and end with mindfulness
sessions. I recommend at least once a
day. Find out what works best for you.

Day of the Week

Mon

Fri

Mon

Fri

Mon

Fri

Tues

Wed

Sat

Tues

Sun

Wed

Sat

Tues

Thurs

Wed

Sat

Thurs

Sun

Thurs

Sun

Activity and
Frequency
Pomodoro
sprint #1
Daily

Reason / Reminder
Schedule 25 minutes of focused,
uninterrupted time and you work as hard
and fast as you can. You take a five or
ten minute break and then repeat the
process. One hour of massive
productivity.
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Pomodoro
sprint #2
Daily

Complement
check-in
Weekly

Accountability
partner
Monthly*

Rinse and repeat from #1 above, at a
different point in the day. Head down,
no disruptions, distractions or
interruptions.

Your complement is your alter-ego,
whose strengths are your weaknesses
and vice-versa. Ideally this is
someone inside your own organization.
Once a week you need to check-in to
make sure you remain in sync. What do
you need to know that will help you be
more effective tomorrow / next week?
What do they need to know so that they
can be more effective? Any
observations or recommendations for
bettering the symbiotic relationship?
Be prepared, be concise. Listen.

Who is holding you accountable to do
what you said you would do? Check in
as part of your accountability. This
can take less than five minutes, but
it is important for you to build a
consistent personal / leadership
brand. Think of the acronym DWYSYWD
(Do What You Said You Would Do) being
tattooed on your forehead. It is
critical to your leadership brand and
generating engaged followers.
*You can schedule this monthly –
unless you need more frequent
accountability, or what you need to be
held accountable to accomplish is THAT
important.
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Activity and
Frequency
Utilize a
Capture Tool
Daily

Complete a HIIT
or Tabata
Workout
3x Week

Lift Weights
2x Week

Walk
Daily

Reason / Reminder
Carry a capture tool with you wherever
you go–whether it’s your Notes app; one
of the list apps like Todoist, Monday
or Remember the Milk; a dictation app
like Dragon Dictation; or even a small
notebook, - or anything else that works
for you! - and write down tasks, ideas,
projects, phone numbers or anything
else that pops into your head. When you
close out your workday, you can take
action, or delegate, assign, schedule,
file the items you captured during the
day. This saves time and the brain
damage of trying to remember bits of
information or things that you intended
to follow up on.
At least three times a week complete a
High Intensity Interval Training or
Tabata Workout. This involves short
bursts of intense exercise, with
recovery periods in-between. I am
addicted to Orange Theory, but Peloton,
Nine Rounds Boxing, Cross Fit, are all
popular. Find one you can do safely and
that will motivate you to do it
regularly. You can find workouts of
almost any kind on YouTube, if going to
the gym isn’t your thing. NOTE: Make
sure your doctor approves of these
workouts for you.
At least once a week (and preferably
twice) you need to lift heavy weights.
You begin to lose muscle mass every
year, starting at age 30.
You need those muscles to support your
bones and your organs properly.
You need to move throughout the day.
Set a daily step goal of 10,000 to
12,000 steps. You can track it with
your phone or with a fitness tracker
like FitBit, Whoop, or Oura. And you
need to do it every day. Remember
EDMED. Part of the value of walking
each day is the exercise and movement.
Part of the value is giving your mind
the opportunity to wander while your
legs are moving.
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Activity and
Frequency

Schedule email
time
3 or 4x Per
Day

Schedule phonefree time
At Least 2x Per
Day

Intentional
Networking
Weekly

Reason / Reminder
Schedule blocks of time to write and
return emails, three or four times a
day. You can be much more efficient
when you batch these tasks and keep
your inbox manageable. The most
effective email management is to have a
system. Inbox Zero,
gettingthingsdone.com, and Asian
Efficiency all offer email systems to
keep your inbox manageable.
Often this is coupled with your
Pomodoro sprints, but you need focused
deep work time and psychologically you
need to demonstrate to yourself that
you control your phone and it doesn’t
control you. Turn it off or set it in
the next room. It is a massive
distraction and you need to control
your phone and yourself!
Networking may be a part of your job
description (or not), or it may be
part of your personality (or not). It
doesn’t matter. Consistent networking
is important. At least once a week,
you need to have a pre-scheduled
meeting for the primary purpose of
expanding your contacts. Be
intentional about whom you meet with
(individual or group). Prepare in
advance. Strive to deliver value to
the other person. Ask questions.
Follow-up. DWYSYWD! Networking brings
contacts, ideas, opportunities. Don’t
hide in your cave. You can figure out
if it should be in-person or virtual –
but make sure it is face-to-face, in
any case.
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Activity and
Frequency

Recognition
Message
Weekly

Reason / Reminder
Once a week send a note to someone who
impressed you. This may be someone who
exhibited your company’s core values in
a powerful way. It may be someone who
delivered great service to you at a
restaurant or in a retail store. It may
be someone on your team who went above
and beyond to help a client or
customer. If you saw it in person, try
to send a handwritten note. If you
witnessed it in the digital world,
consider an email with an embedded
personal message video, using an app
like Bonjoro or Soapbox. If nothing
else, send a text with a personal
message and appropriate meme. Most
great actions go unnoticed and
unappreciated. Be the leader who does
notice and recognizes positive actions,
whether those people work for you or
not. You can impact people powerfully,
even with the smallest of gestures.
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Your End of Day Activities
High achievers make a big mistake when they work hard all
day and finally shut it down in the evening when they run
out of energy. Or family demands redirect their attention,
and they leave a number of items undone, unfiled and
unresolved. You need to be serious about recovery and
mindful about shutting down, so that you can be at your
focused, energetic best the following day. Mental recovery
and physical recovery are necessary and the best way to
prepare for each day, is to be intentional about your endof-day routines the night before.
Activity and
Frequency
Close out
your capture
tool
Daily

Identify your
top three
most
important
tasks for the
next day – in
ranked order
Daily

Reason / Reminder
Make sure that you have nothing left
on your capture tool and you have
either taken actions relative to each
item, or you have deleted them. It
ensures that you haven’t dropped the
ball on anything important and it
gives you the mental comfort of not
leaving any loose ends when you end
your day. That helps you avoid the
2:00 a.m. panic that you forgot
something important.
You’ve already addressed these when
you stopped your workday. You are
now documenting them from memory.
Whatever mental gymnastics you used
to arrive originally at these
priorities is over. Your thought
process around ranking their
priority is done. You can
acknowledge them now with
confidence.
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Activity and
Frequency
End of day
journal – What
did I learn
today?

End of day
journal – What
am I grateful
for today?

Get 7-9 hours
of sleep

Reason / Reminder
This forces you to reflect on your day,
not on what you accomplished, but on
what you learned. Depending on the day,
it may be an intellectual nugget. It
may be hard lessons learned when things
didn’t go your way. A day spent
learning is a day well spent.
Be specific. Avoid the automatic
general responses around family,
health, or spiritual grounding. What
specifically are you grateful for about
that particular event, person, or
situation, and why is that important to
you today?
When you get specific, it causes you to
become more aware of what is occurring
around you on subsequent days. It also
forces you to look on the positive
side, through a reflective lens.
You need a minimum of seven hours of
sleep, preferably with 20% deep sleep
and 20% REM. The science is too
compelling to ignore about the
importance in the short term for focus
and energy, and in the long term for
staving off all kinds of negative
conditions affecting you mentally and
physically. The greatest control you
have is what time you go to bed. If you
struggle, consider the following: keep
the nighttime temperature in your
bedroom between 60-68 degrees; no
electronics an hour before you go to
bed; sleep supplementation with
melatonin, magnesium and L-theanine. If
you keep your phone in your bedroom at
night, keep it in airplane mode while
you sleep. The practice of closing out
your day – emptying the capture tool,
acknowledging your priorities for the
next day, journaling what you learned
and what you’re grateful for – all
contribute to a more peaceful mind as
you seek to sleep. Consider adding
meditation or prayer to your end-ofday. In that hour before you go to bed,
consider reading a non-digital book.
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